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MICROGRAPHICS 
¢ Hand-held, battery-operated microfiche reader to be | ; 
Managing microfilm records to handle increased | a t 
Our converting to micrographics onewed a vial 
Using microfiche jackets for insurance 
Using micrographics to handle an historic railroad 
PACKAGE DELIVERY SERVICES _ | 4 
Postal rules cause change i in packaging procedures 7 
Cross-training of personnel key to Exxon. | 
Hospital pharmacy’s objectives show visually on | which is 
magnetic board, David' J..Tanner Sept.; 42 || private or sabres 
People are different, so why not their work stations? — . | material is being a 
ee or Wrong in Employee Relations before being disposed. | ‘ 
eee rey July, 66; Aug., 60; Sept., 91; Oct., 79; Nov., 5d; Dec., 52 TAIFUN has a shredder to suit every need. | 
Simple system improves manager-secretary team, Solid ata’ 
2 ea 
Zygmunt A. Maksymowicz ....... July, 97 TAIFUN SHREDE 
RECORDS MANAGEMENT. | _TAIFUN SHREDDING MACHINES AND COMPACTORS 
A central filing system that meets diverse needs, 19008 } 
Circle Reader Service Card No. 343 
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SOMETIMES THE 


TRUTH 
HURTS: 


Buyers Laboratory is an independent 
testing organization that tells you -- by 
brand name -- if an office or plant pro- 
duct is likely to perform as promised, 
how it compares with competing makes, 
its good features -- and its bad ones. 
Sometimes a big brand name doesn’t 
measure up...and BLI tells you. 


Purchasing professionals in 2,500 organ- 
izations turn to BL! Test-Reports to 
find out what we have to say about a 
product -- before they buy. GM, GE, 
RCA, General Mills, Metropolitan Life, 
Mobil, John Hancock, Chase Manhattan, 
and many smaller firms. 


For a FREE sample report and infor- 
mation on how BLI can help you cut 
costs and still get quality, just circle 
the number. 


BUYERS LABORATORY INC. 


La 20 Railroad Avenue 
LAN Hackensack, New Jersey 07601 


Telephone: 201/488-0404 
Circle Reader Service Card No. 242 


STOP OFFICE MACHINE THEFTS 


LOCKING SYSTEM— 


extremely effective — 


h most COMPLETE line of protective 

fi devices ever, from simple, one — 
lock-down up through our exclusive 4 

the new Porta-Lok 
which permits movement up to 8 feet 
while safeguarding your equipment. 

For complete information ca!! ycur local 
dealer or write .Dept. TO-12-80 | 


* CRD-—coRDE LOCKING SYSTEMS 
14-56 Bell Boulevard, Bayside, N.Y. 11360-(212) me 
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point hold-downs an 


How to implement a forms management project and 


How long must you 
important papers? 
Write for free booklet, RECORD 
RETENTION TIMETABLE, 
describing Retention 
Periods as allowed by 
government authorities if 
and how to dispose of 
them safely without loss or Worry!.. 
Electric Wastebasket Corp. 145 W. 45th St., N.Y, 10036 
“The MOST in Paper Shredders” TO-12 ° 


* Circle Reader Service Card No. 238 


For anything that’s new > 
and useful, try 
/ THE OFFICE 
reader service cards 
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critical-path analysis, Gary A. Studer ..............¢0000. Dec., 24 
Carbonless paper helps Pepsico solve sticky problem | 2 
Color: an effective way to aeain ies your filing system, 
Computer-generated accurate identification 
is needed to control them, Thomas Wilds ..............+. Oct., 118 
Creating a quality assurance records center for reactor ae 
Lateral files provide the versatility banks re Oct., 100. 
Managing microfilm records to handle rogpire growth .:... 36 
New equipment and reorganization equal a good central 
file system, Robert F. Stanley 84 
On developing an effective program, | 
Reecord-keeping: a matter.of pride as well as necessity ....:.. Aug., 73 . 
Reinsurance firm’s computerized record-keeping reduces = 
| Storage-retrieval system keeps dealer files current .........; -Oct., 148 
Using microfiche jackets for insurance ‘underwriting, : 
REPROG RAPHICS 
Buyers’ Guide to copying equipment .................02.45. July, 131 
Copier survey covers buying habits, needs and desires, 3 
Copying machines—their role i in the office environment ....... July, 77 
“Creative agency uses its copiers to produce. 
Cross-training of personnel key to Exxon are 
High-speed communicating copier is demonstrated HS ...Aug., 101 
Pfizer prints carbonless forms by the millions at | 
Return to in-house print operation proved good i eee Nov., 95 
Toners: technology, tonnage, trends, | 
Understanding copier toners: which type is best for you? : 
Users rate service, reliability as key factors | 
RESEARCH & REPORTS | 
Proper use of office equipment can save billions, study : 
SECURITY 
Communications security with electronic mail, 
Enhancing computer security with the matrix | | 3 
How paper shredders meet security needs, it 
SHREDDERS | 
How paper shredders meet needs, 
‘| Shredder-compactor reduces pollution and saves on gas ...... Oct., 152 
_ TAPES, SELF-ADHESIVE | 
The tale of the tape—50 years of innovation at Eons: Beets 101 - 
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TELECOMMUNICATIONS | 
OCR system relieves major communications bottleneck ee Nov., 35 
-Communications and service race—how to play 
the game, William F. Warner .Nov., 78 
Communications security with electronic mail, 
Corporate teleconferencing: an investment for the . | | 
_ Electronic mail: where it is.and where it’s going in the : fe 
80s, John Callahan and Charles I. Norris .......... “eueel Nov., 102 
Growing market for electronic mail ................ See Aug., 74 
_ High-speed communicating copier is demonstrated ......... Aug., 101 | 
Microwave network handles specialized 
communications, M. U. Ayres... Nov., 118 
Telephone conferencing: a tool to boost productivity ........ Nov., 110. 
ELECONFERENCING 
_ Corporate teleconferencing: an investment for the 
Telephone conferencing: a to boost productivity Nov., 110 
TELEPHONE SYSTEMS | 
‘Communications and service race—how to play the game, 
Gulf & Western saves on calls ............. Nov..,, 19 
How to select telephone interconnect systems; 
One weekend produces full telephone system .............. Nov., 106. 
Progress report on $7 million private —— network, iy 
James A. Doherty. Nov., 88 
Small university’s big problem: keeping tube on . ee | 
TYPE COMPOSITION 
Typesetting—a must for multiple-copy 
documents, George A. Boucher Oct., 136_ 
TYPEWRITERS 
Electronic typewriter helps pilot create best-seller ......... Nov., 122 
VISUAL CONTROL SYSTEMS | 
Hospital pharmacy’s objectives show visually on ae 
magnetic board, David J. Tanner Sept., 42 
Visual control systems: there’s one for every use, are 
WORD PROCESSING 
Automatic sheet & envelope feeding for word 
Buyers’ Guide to word processors ..... Nov., 140 
Choosing new generation system, 
Controlling the retrieval and use of temporary discs, 
Copying products lab breaks technical | | 
~ How to get the bugs out of WP files you ve inherited, | 
Implementing word processing stations that are miles 
apart, Daniel W. U mberger Jr. ...... Oct., 91 
Integrated word processing service bureaus organized ......Sept., 270 


Meeting the challenges in a word-processing center, — 
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MAGNETIC 
wy Models 


You SEE How To Get Things Done 


You see a Graphic Picture of your 
operations, spotlighted in color. You 
have facts at Eye Level. Saves time, 
cuts costs and prevents errors. 


Scheduling, Inventory, Sales, Traffic, 
Personnel and many other uses. 
Simple and flexible tool. You write 
or type on cards and post on board. 
All cards are interchangeable. 
Compact and Attractive. Made of 
Aluminum. Over 1,000,000 in use. 


IF DEE 24-Page BOOKLET No. 8-33 
Mailed Without Obligation 

919-694-4138 

Write Today for Your Copy 


GRAPHIC SY 


(GRAPHIC VISUAL CONTROL) 


With The BOARDMASTER System 


ideal for Production, Maintenance, | 


(925 Danville Road, Yanceyville, N.C. 27379 | 


‘le Very simple to use 


Circle Reader Service Card No. 419 


_ . THE HIGH-SPEED COPIER THAT 


THOROUGHLY PROVED BY YEARS OF USE 


~ BY AMERICA'S TOP COMPANIES. 
e 4000 copies eBond paper 
per hour e Rugged and 


e Sizes up to 14” x 17” qurabie 

100% U.S.A.made every versatile 
e Self-diagnostic 
e Economical 


e Solid-State 
Electronics 


DEALERS INQUIRIES INVITED. CALL: 


RESEARCH CORPORATION 


45 South Jefferson Road, Whippany, 
NJ 07981 (201) 887-8500 | 


VAN DYK 4000 


Circle Reader Service Card No. 418 449 


: 
34 
e000 
Q 
5 
& 
‘ 
= ®, 
| 
‘ 
| 


‘ 


MAIL SUPREMACY! 


MODEL 101 


The COURIER “101” MAIL DISTRIBUTING CART— elegance to 
please any top executive...efficiency to Satisfy the budget- 
minged manager. Most importantly, the Courier “101” provides 
fast} accurate mail handling .. . speeds pickup, sorting and delivery. 
CAPACITY: up to 100 legal size hanging file folders on top, plus 
two large steel lower compartments for parcels. ATTRACTIVE: 
watnut grain vinyl clad end panels, warm beige baked enamel side 
panels and compartments. 

e Non-sagging stainless steel folder rails @ 4” non-marking 
casters —2 fixed, 2 swivel @ Deluxe 4” carpet casters optional 
e Locking top available for greater security 

FREE! We'll analyze your mailroom setup ...recommend procedures 
and equipment...design your new mailroom! Details in catalog. 
WE'LL SEND YOU OUR FREE ILLUSTRATED BROCHURE WITH 
DETAILS AND PRICES ... WRITE OR CALL NOW: 


W. A. CHARNSTROM COMPANY 
8127 Pleasant Ave. So., Minneapolis, MN 55420 
Toll free number: (800) 328-2962 
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PLAST IKLIPS 


New. Featherlight to save postage. 


- Great for filing, coding, book marks, signals. 


n-magnetic, will not rust. Safe forfin ernails, 
postal equipment, copy machines. Many 
isizes. Colors. 1000 to box 7.50 
Ask for them at your favorite stationer, or write 


544 Armour Circle, NE y eee Georgia 30324 
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“157 
Charlottesville, Va. 22901 


INSTANTLY UP- TO- DAT 


with a 3 


Visible Reference System 


DATAFLEX Products let you make © 

only the changes you need to make. 

Write for FREE Sample & Catalog | 
DATASTRIP CORPORATION 


Avon Street Extend 
5608 


Todi Reader Service Card No. 449 


School’s word processing students much i indemand ........Sept., 158 
Seattle law firm’s WP.enhances services .............. 
Using word processing for specialized information ..........Aug., 102 


Wanted: automated units to fit existing environments, —_ be 
What to do when evaluating word processing equipment, | 
Jeanne M. Perkins ....... Aug., 69 
What you should know about word. processing supplies, 
Word processing supports. Valtech spacecraft tracking 
Word processing system did its part in helping : : 
campaign efrort of George Bush. ... . i)... July, 60 
WP market i in Europe shows steady growin 


"WRITING INSTRUMENTS 


The essential pen and pencil—still a buy, | 


Coming Next Month: 
The January issue of 


THE OFFICE 
will be the 


46th Annual Forum 
of readers and management leaders 


NATIONAL Conference 
& Exhibit CALENDAR 


‘International Word Processing Assn., Canadian Conference, Sheraton 
Center Hotel, Toronto, Dec. 2-4. 


1981 


Networks, & Exposition, Albert Thomas 
Convention Center, Houston, Jan. 13-15. 

_Micru International, Winter Conference, Dutch Inn, Lake Buena — 

* Pla., Feb. 1-5. 

NCC Office Automation Contetence, Houston, Mar. 23-25. 2 

International Computer Programs, La Mansion del Rio Hotel, San An- 
tonio, Texas, Apr. 15-16. 

Assn. for Systems Management, Annual Conference, Caesar’s SE 


Las — May 10-18. 


EVENTS ABROAD 


Sippa (International Stationery Show), Porte de Versailles, Paris, 
France, Feb. 6-9. ~ 

Hanover Fair, Messeglande, Hanover, West Germany, Apr. 1-8. 

Saudi Business Equipment Show, Riyadh, Saudi Arabia, Apr. 26-30, 
1981. 


Korea inthonationsl Office Management Ex¥ibition & Conference, 


Exhibition Center, Seoul, May 26-29. 
SIMO, Pabellon Cristal, Madrid, Spain, Nov. 14-21. 
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